ARIZONA DEPARTMENT OF EMERGENCY AND MILITARY AFFAIRS

Division of Emergency Management

Instructors — How To Enter Grades

Your instructor account is on the Acadis Readiness Suite administration site. https://azdema-admin.acadisonline.com
Your username will be first name.last name, NOT your email address.

1. On the Training Tab, in the Management Monitors section, click on “Training — Events”

Led ! Tralning

’

Access all your information in one place and
perform routine tasks.

2. You will see a list of events that you are scheduled to teach. You will only see events that are assigned to you. Click
on the class that you wish to view.

—
Trgining O
Training Monitor - Events ¥ Flltors
Incomplete/
Event Event Dates .  Started Enrolied At Risk Departed Attrition Graduated Status
a 0 0 0.00% Q ® Active
'3 0 0 0.005% Q ® Active
28 ( ) 0.00%% 0 ® Active
3JEvents 38 38 0 0 0



https://azdema-admin.acadisonline.com/

3. You will see additional information on the class as you scroll down.

raiing (2
Event Record = Jun 5 r
Acadis Orientation - ACA-001
[Tralning Hours Valldated)
Course Track  Acadis Orlentation Training Hours 06 om Event Information Event Location
Course Track Category  Intermnal Traming MNon-Training Hours  oh Om 10/03/2018 10 Arizona Department of
/1120 E ency and
Training Category  Naone Specified Total Event Hours  Oh Om 10/112018 ln‘t‘lﬂt‘l‘-f Y-
X 10 Projected Students  Military Affairs
Instruction Type Classroom CEU Credits  None Specilied Active 5536 F. McDowell Road
Course Template Event Cost  None Specified State Emergancy
Reforence Operations Centes
Organization Training Banch Phoealx, AZ 85008
Staff Assignments X
Assignee . Assignment Hours  Primary Phone Email
*® “-llnll!::'. oardinator 602} 4646506
Smithdema, John Instrctor (480) 3990196 ithden

4. At the bottom of this screen there is a section for comments about the class. If you have any comments about this
specific class, you may enter them here by clicking “Edit”
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Grade Entry Do not allow authorized portal users to enter test results
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No cormments have been added. Add a imaent

5. Click on “Students”.
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6. The list of students who are enrolled in your class will come up.

Training d
Acadis Orientation - ACA-001
Students (4) Y Filters 0
Ful. Tests At
Name « User ID Sending Organization Req Taken Failed Risk Avg Status
Campa, Robert Arizona Department of Emergency and Military Affairs o/ 0 0 0 0.00% Earolled
Hassett, Katherine Arizona Department of Emergency and Military Affairs /0 0 0 0 0.00% Enrolied
Moreno, Vanessa Arlzona Department of Emergency and Military Affairs 0/D 0 0 0 0.00% Enrolled
Scott, Becky Arizona Department of Emergency and Military Affairs 0/0 1] 0 D 0.00% Enrolled

7. To enter status changes individually, click on the Action Menu n then “Edit Status”.

Ful. Tests At
Mame . User ID Sending Organization Req Taken Failled Risk Avg. Status
Campa, Robert Arizona Departrment of Emergency and Military Affadrs 0/o 0 0 0 0.00% Enrolied
Hassett, Katherine Arizona Department of Emergency and Military Affairs 0/0 0 0 0 C'.C'I'—': !ﬂr’,

8. A Pop-up screen will appear with a dropdown box for the new status. Select the appropriate status, enter the date
and click “Save” NOTE: Perform this step FIRST for students who were enrolled, but did not complete the class.

Update Status Update Status

Studert  Camgs, Robert Student

Campa, Robert

Curent Status  Enrolied Currant Status  Enrolled

* New Status " Wew Status  Compieded

m T Gradustion Date  10/11/2015  (e—_——"

Completed
Roquired Irformatic
Incomplete

Note: A No Show, someone who is asked to leave the class, or someone who cancels on site is referred to as a

“Departure”. In the Update Status, choose “Departed” and click “Save”. On the next screen, cl
Departure”.

ick “Continue with

Update Status Update Status

Student Camps, Robert
Student  Campa, Robert
Current Status  Enrolied

Carrent Status  Envolied

m " New Status  Departed . =2

* New Status

Completed =
“




Enter the date of the departure. In the Action section, choose Dismissed, Cancelled or No Show.
In the Reason Section, choose the appropriate selection. Add comments if necessary and click on “Depart Student”

Depart Student - Acadis Orientation - ACA-001

Depart Student

GENERAL INFORMATION
Student Campa, Hobort

User ID
DoparturcDato  10/5/2018  fie—
*Actics  No Show - G

“Reasen  Noshow - Student did nat atend avent or notify DEMA |~ » e

OPTIONAL INFORMATION

sl Deoparture Comment

Failures | vt 30 show all activity wnd test Talusss with the departure

NOTE: Contact the DEMA Training Coordinator immediately if a student is given a “Disciplinary” or “Failed” status.

9. To change the status of all students with the status of “Enrolled” at once, click on “More” and select “Graduate
Students”. This will give the status of “Completed” to everyone in the class with the status of “Enrolled”.

Tramming d

Acadis Orientation - ACA-001 \

Students (4) Y Falters m

Ful Tests At <t oz
Name . User ID Sending Organization R:q Taken Failed RI“
Campa,Robert  ArzonaDepartmentof EmergencyandMibtayAffais | 00 0 0 0 0 00 Tven 121
Hassett, Katherine Arizona Department of Emerpency and Miitary Affairs 0/0 0 0 0 0.0
Moreno, Vanessa Arizona Department of Emergency and Military Affalrs 00 0 0 0 0.000% Incomplete
Scott, Becky Arlzona Department of Emergency and Miitary Affairs 0 0 0 0 0.00% Enrofied

10. Enter the last date of the class and click “Done”. Note that only students with a status of “Enrolled” will appear on

the list.
F .

Graduate Students for Acadis Orientation - ACA-001

The following students are eligible to g 1. { N ) od
that moet ¢ eInar argd to be olgble. Students with other statuses
Must be updated manusly /
* Graduation Date o

Name . User iD Current Status

Cargaa, Bobwrt Enroled

Hassett, Kathsrire Enralied

Scont, Hocky Enrofied




Summary:

To change the status of an individual student:

Training Tab > Training-Events > (Choose Class) > Students >Action Menu n > Edit Status > Add Graduation Date >
Save. Perform this step for students who were enrolled, but did not complete the class.

To Mark All Enrolled Students As Complete:

Training Tab > Training-Events > (Choose Class) > Students > More > Graduate Students > Enter Graduation Date >
Done

For more information, please contact the DEMA Training Branch at 602-464-6306 or training@azdema.gov.



mailto:training@azdema.gov

